O ccu p a t ion a l health nurse managers are frequently called on to prepare and deliver professional and workplace presentations. They may be expected to justify the health service budget, persuade management that a 24 hour child care center is needed, or educate workers about airborne pathogens. They may be invited to address the Rotary Club about the benefits of occupational health nurses to company productivity and profits, or share information about health care reform with other occupational health nurses at a constituent association meeting.
What are the techniques that produce an interesting, informative, and memorable presentation? The presentation must be well organized and accurate, taking into account audience composition, environment, and time. The presentation must be ABOUT THE AUTHOR:
delivered with polish and flair. This two part Management File series provides guidelines for preparing and delivering a professional presentation.
THE PURPOSE OF THE PRESENTATION
Initially, the occupational health nurse manager must be clear about the purpose of the presentation. Often speakers are contacted to present, but the contact person is unclear about the purpose of the presentation. "Oh, just talk about anything. I'm sure we'll all enjoy it," is not an uncommon response to "Tell me more about your interest in specific topic areas." Probing, suggesting, and clarifying often will result in a mutually agreed upon topic area and provide a purpose for the presentation, usually to inform or persuade.
Care should be taken that the occupational health nurse man--ager is the best person to speak about a particular topic area or for a specific purpose. Scrutinize the topic carefully by asking "Who else do I know who might address the topic as well as I could?" The answer to this question may be surprising for, in many cases, an occupational health nurse manager is the perfect person to speak on health related issues in society as well as in the workplace (Calano, 1988) .
THE AUDIENCE
To adequately prepare a presentation, it is most important for one to know the composition of the audience, if possible (Jader, 1993) . Will there be health care providers in the audience or consumers of health care? Will there be a mixture of employees and management personnel? Discovering the composition of the audience and assessing its learning styles, personal objectives, and previous experiences with the topic is important, although sometimes not feasible. However, the more one knows about the audience, the more likely the presentation can meet audience needs.
MANAGEMENT F I L E

THE IDEA
Ideas for presentations come from a variety of sources : people inside the organization and in the greater community; professional journals and lay magazines; discussions with friends and professional colleagues; and one's personal and professional experience. In the beginning, the idea m ay be somewhat nebulous and hard to define for others. Writing the main idea for the presentation in one sentence may clarify the id ea and also provide a target as one begins writing (Gregory, 1990 ) . Wandering through a dense forest of related ideas but getting nowhere is a fairly common experience for writers who do not have a clear de stination before them.
Once the idea is clearly formulated, objectives can be written. These objectives should be written in terms of the audience, not the speaker. In other words, what will the audience know, think, feel, or do as a result of attending this presentation? The objectives should all begin with action words such as "list," "compare," "de m on s t r a te," or "a ssess."
The objectives must also be measurable, meaning that one can actually evaluate, through a variety of techniques-such as survey, observation, or self report-whether the objectives were met. If writing central idea sentences or objectives is difficult, developing a work group from a local constituent association may provide the feedback and support necessary to move to the next stage: research.
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A presentation must be well organized and accurate, taking into account audience composition, environment, and t ime.
THE RESEARCH
Even if one is knowledgeable and comfortable with a topic, there is always a need for some research. To obtain reliable information for a presentation, interview experts in the field or people who have experience with the topic. The library is an excellent source of facts and experiences. But how does one access that information in a timely manner?
The card catalog is a familiar way of finding book holdings in a library. To find relevant journal articles , computer index searches such as MEDLINE or print indexes such as the Cumulative Index to Nursing and Allied Health Literature are invaluable. Use of either of these tools requires "key words." It is by key words that journal articles are organized in indexes. Once the key words for the presentation have been brainstormed, entries will appear on the computer screen or will be found under particular headings in print indexes. Usually, these entries include the name of the first author, an abbreviated title, and a journal abbreviation with year, volume, and pages.
Two more steps are needed to actually access the article. First, review the list of available journals to see if the necessary articles are in this library's holdings. If the journal is available, find the journal on the shelf and then the appropriate volume for the article desired. If the journal is not held by the library, one must request the article from the reference librarian through interlibrary loan. This process of receiving articles through interlibrary loan may have a charge and may take several weeks. However, if the article is important to the presentation, interlibrary loan is essential. The librarian is the best resource for both using the library and finding sources.
THE PRESENTATION
The first step in actually writing the presentation is an outline, and the first decision to make is ordering. The speech could be written in chronological order (in terms of time ), in spatial order (in terms of top to bottom, right to left, north to south, or inside to outside), in topical order (in terms of topics to be covered), in causal order (first the cause, then the effect) or in problem-solution order (first the problem, then the solution) (Gregory, 1990 ). Usually, one or two orderings are most appropriate to the topic of the presentation; thus, choosing an ordering schema is not difficult.
The next step is an outline. The topical outline should include subheadings, topical sentences, and lists of details. With a detailed outline, writing the actual presentation becomes an exercise in filling in the blanks. The outline should include an introduction, the bod y of the presentation, and the conclusion or summary.
In writing the presentation, it is sometimes advisable to write the introduction last. The presentation should direct the introduction and the introduction should guide the audience through the presentation. Introductions can take several forms: relating a story, asking a question, making a startling statement, citing a quotation, displaying a cartoon, or demonstrating a skill or situation. Speakers often have a favorite way of opening their presentations. The important features of an introduction include the preview of the central idea and main points of the presentation, background information about the presentation, and the opportunity for the speaker to establish credibility.
The body of the presentation should simply be the central idea of the speech followed by several main points and intervening supporting material and examples. Supporting material, such as narratives, statistics and quotations, and examples are essential in explaining main points and providing substance to the presentation. If a main point has no supporting MARCH 1994, VOL. 42, NO.3 materials or examples, it probably does not need to be included. Unsupported points are frustrating to the audience and add little to the overall quality of the presentation.
To link the various main points together requires transitions. These transitions can be categorized into four types: bridges, internal summaries , signposts, and spotlights (Gregory, 1990) . Bridges tell the audience that the speaker is leaving one topic and moving to another. Bridges can be joined to internal summaries to produce a well structured transition. "We have talked about the definition, history, and types of nurse managed centers. Now we will focus on the organizational structure of these centers." The first sentence is an internal summary and the second sentence is a bridge.
Signposts simply give direction to the audience, as in "There are four types of transitions. First Second ... Third ... Fourth " Finally, spotlights alert the audience to something important. "One of the most important roles for the occupational health nurse manager is that of speaker." These examples of transitions should be used to guide the audience through the presentation with a minimum of effort on the audience's part. These transitions work best with good transition words relating to time (later), contrast (n evertheless), addition (also), examples (to illustrate), conclusion (in summary), and concession (gr a n ted ) (Gregory, 1990) . Transition sentences using transition words are criti-cal to writing a concise, well organized, understandable presentation.
The final section of the presentation is the conclusion or summary. A presentation can end with a verbal signal like "Let me end by saying...," with a summary of key points, or with a challenge to the audience for action. The ending should be direct and concise. It should not be lengthy, weak, apologetic, or contain new ideas.
SUMMARY
Writing a presentation requires the speaker to know the audience and the purpose of the presentation. Research, whether in the library or through interviews , is important for a presentation to be current and accurate. The organization of the presentation hinges on a clear central idea, measurable objectives, coherent outline complete with main points and supporting material, effective transitions, an introduction that previews the presentation, and a conclusion that summarizes it . This process provides a foundation for a presentation that is interesting, informative, and memorable. Part II of this series will appear in the June issue.
